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A. Tools Availablefrom the ACTSLog In Screen

EEX

& AzEIP Child Information System [4.3.2]

Table Maintenande e Sound CFF
AzEIP Children Tracking System
(ACTS-4)
(Local Dratabaze )

{MS-hceess Wersion= 2000}

Enter Operator Initials
| MM

52-The Blake Foundation-{IFP Region 2b} j

QUIT

Accessing ACT S built-in tools-

1. Enter your initials on the ACTSlog in screen. Click “OK to use this name”

2. Hit Tab key to activate Tools and Reports functions on the log in screen

3. Click on Tools on the ACTS menu bar; thiswill bring up adropdown list of available tools.

1. Regional Zip L ocator - You can use this application to identify the contractor and region for a
zip code. This application looks to the built-in AzEIP zip code tables to find which region the zip
is associated with.

e OntheLog Inscreen, click on Tools, and select Regiona Zip Locator from the dropdown list.
This screen will appear:

T Emter |

Enter Operator Initials

| MM

6-Northland Therapy Services {Team Based} j\

QuIT

e Enter the zip code that you are researching.

e |f the application finds the zip code in the tables, the contractor and region will be displayed on
the Program line of the log in screen.

e When you are finished using the application, close the Zip Locator box and then re-set the
program name to your program before continuing with data entry.
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2. Child L ocator - In addition to locating a record based on aname, ID number, or DOB, this
version will display alist of al child records for aregion within a database.

e OntheLog In screen, click on Tools, and select Child Locator from the dropdown list. This
screen will appear:

. Child Locator [Version: 1.6.0] o (=[]

(* By ChildsLast Name (* By Child's ID Number " By Childs DOB
" By Region

Case Count

I!SdS
|

AGENCY: _/DOB_

_/Referral|_ _/Eligible\_ {IppFinish| _/InitIFSP\_ _/ExitIFSP\|_

ENTIRE CASE REPORT

¢ You have severa search options; select one:
o By child’sname
o By childsACTS ID number
o BychildsDOB
0 By Region - thisoption will list all children within the selected region
o After selecting a search option, start typing the name or DOB etc into the blank field. The list
displayed below will scroll to records that match the information.
e Once you have |located the record on the list, select it by double clicking onit. The
information for that record will appear in the fields at the bottom of the screen.
e |f you want to retrieve all of the case information for that record, click on Entire Case Report
button at the lower right of the screen. A text file will open; thisfile can be saved, printed or
deleted.

] 00003518 Lovely Arizona.bxt - Notepad =lolx|

File Edit Format View Help

| -
- 7 C H I L D N _I
I DEMOGRAPHICS]|
I |
00003518 Agency:[76] AgencyID:[] Name:[Lovely arizona] mMiddle Name:[]

Gender:[2] Birth pate: [05/21/‘2010] Nickname: []

Ethnicity:[PCG Lat Ind Asn wht ] SN:[] ZipCode:[85634] Region:[2B] County:[Pim
Tribe:[TOO] Reservation: [TOO] Language [Emg115h]

| rResidence:[123 Telescope P'\ace] city:[Sells] phone: [520-555- 5555] state: [az]

poD pist:[ 2 ] school pistrict:[ Indian Oasis-Baboquivari unifi

__/ NOTES ON CASE A"

N 000000

__/ PARENTS OR Y
GUARDIAN,

Parent#l Name:[Spring Arizona] Address:[123 Telescope place]
City:[sells] 5State:[az] zipCode:[85634] Relation:[]
520-555-5555 [Home] [work] [cell] [Fax/Email]

Parent#z Name: [sky Arizona] Address:[123 Telescope Place]

Ty: [Se'\'ls{ state:[Az] ZipCode:[85634] Relation:[]
520 555-5555 [Home] [work] [cell] [Fax/Email]

A— RESPONSIBLE Y
|

I Name: [Spring Arizona] Relation:[] Address:123 Telescope Place

City:[se'\'ls? state:[AZ] ZipCode:[85634] <Company Name:[]

520-555-5555 [Home] [work] [ceT1] 520-555-5555 [Home]

__/ MAILING AY
AY ADDRESSES, / other than residence
[ ALTERNATE MAILING INFORMATION NOT ENTERED ]

< | ¥
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B. Reports Availablefrom the ACTSLog In Screen

w. AZEIP Child Informaiion System [4.3.2]

Table Maintenance  Tobls WSS Sound OFF

AzE[PQﬂdfen Tracking System
(ACTS-4)
(Local Diatabage )

{ME-beoeess Version= 2000}

Enter Operator Initials
| MM

52-The Blake Foundation-{IPP Region 2h} j

QUIT

Accessing ACT S built-in reports-

4. Enter your initialson the ACTSlog in screen. Click “OK to use this name”

5. Hit Tab key to activate Tools and Reports functions on thelog in screen

6. Click on Reports on the ACTS menu bar; thiswill bring up adropdown list of available
reports.

iai. AzETP Child Information Syster: [4.4.a] i =] 34
Table Maintenance  Tools | R&ports  Sound Off
IPP Monthly Report -
1PP eskly Repart ' System

IPP Progress Analysis Report
M5-Access Report Viewer
Missing Information Regquest
Responsible Info
IFSP Monthly Case Units
IFSP Monthly Service Cost
IFSP Missing Planned Start Dates
IFSR Manthly Service Analysis
IFSP Next Review Dates
Quick Date Analysis of Records
Open IFSP Cases
Transition IFSP List

7. From this drop-down list, the following reports are currently available:
|PP Progress Analysis Report
Responsible Information
IFSP Missing Planned Start Dates
IFSP Next Review Dates
Quick Date Analysis of Records
Open IFSP Cases
Transition IFSP List
8. Click on thereport that you want to run and a dialogue box will open. The following
sections provide the directions for running each of the reports.
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| PP Progress Analysis and Timeline Report-

e Select the IPP Progress Analysis Report from the drop down list on the ACTS Reports

menu.

e Thefollowing screen will appear, and you are asked to select the database that will be

used for this report.
o Select the ACIS-4A.mdb

; . What Database is to be used for report?

1x

2 m ISEarch

2]

ot

| -| Date modified

k}k} | . = AZFIP Data ~ ACTS-4A ~ MEW CODE ~
Organize v 3 Views ~ | New Folder
" Favorite Links s
. EXE-100607
| &2 Drive P (Personal) | EXE-100628
B Favorites | EXE-100712
M My Computer Thew downloa
More ACISJOA.mdb
A A
! B
| Folders ™ 2] arise53 0623 10.mdb

1) cfr-phx02 0708 10.mdb

. NEW CODE Bl 12 milemarker05 0708 10.mdb
/ EXE-100607 —I ] oldazEIPBiling.mdb
. EXE-100623 @Dng-‘m.mdb
. EXE-100712 12 s0000rig-4-2.mdb

f . new download files

06/14/2010 3:35 PM
07/20/2010 2:50 PM
07/20/2010 3:41PM
08/04/2010 1:07 PM
08/04/2010 3:48 PM
06/28/2010 3:57 PM
07/21/2010 12:35 PM
07/08/2010 11:49 AM
07/14/2010 10:02 AM
06/28/2010 3:06 PM
06/29/2010 11:47 AM
06/03/2010 2:55 PM

| Bl

' 1, marhnlern? 7in Elj=i
12 items

/ File name: ||

j IDatabase files[".mdb] ﬂ | |

[[Open [o] _Corcel |
A

e The Progress Report screen will appear, with an advancing blue bar in the lower right
corner. ,

wm. ACTS-4 Progress Report
ACTE-4 mdb

Reviewing Database & Loading Options.

e Whenthebl ue bar reaches the top, the screen will change:

#i. ACTS-4 Progress Report: o ] o3

ACTE-4.mdb
SORT BY: {Ref: 07/05/2005 to 07/30/28
@ Child Name

)
Regions A y 1D
Al 'I Al 'I

209
102683 _I
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e At thispoint, you have can select various parameters for the report:

0 Select to run thereport for all children within a specified date range or

0 Check Leader Name and select one Service Coordinator or Team Lead from the
list and run areport for only their case |oad.

o0 Select al records within a specified date range, based on the Referral date,
Eligibility date, or initial IFSP date. Click on the small box on the lower |eft to
switch between options.

e Click the orange Select Dates button to set the date range for the report. A calendar will
open up.

m. ACTS-4 Progress Report

ACTS-4.mdb
—SORT BY: {Ref: 07/05/2005 to [ 1
¢ Child Name " Leader Nams

Detailed | = -
= Eesions IDs CLOSED. I
eport | [a =] [an hd
10138 Names.
A anes

/

2030f1 |2 3 [4 |~ todate
s 15 17 {5 {0 [10[11] & ntontt
13 [14 [15 [18 [17 [18

3
20 121122 123 |24 |25 | |
26 |27 |28 |

To set the desired date range, first click on the Select Dates button under Date Range.

e Using the calendar, select the beginning year, month and date by pointing and clicking.
The selected date will appear in the white box at the bottom of the calendar.

e Select the ending date for the report in the same way. There should now be a date range
in the box.

m. ACTS-4 Progress Report

ACTS-4.mdb
—SORT BY: {Ref: 07/05/2005 to [ 0y

- {¥ Child Name " Laader Nams April
Dm‘lﬂllng'm tD: 108 Dates 3
Report | [ =] [ =] 25 20 51 B 2

10138 Names] (M |22130 {3 L

= 5 6 [7 |8 [ [10[11] ¢ Moatn
1213 e lishe lar liaf I

19 100 |21 [20 [23 o fps | | Weskty

|27 [28 129 30 |1 [2 tJ‘ Daily

0 O o e U O
5

04/01/2010-07/30/2

Start Report

Use Referral or

2. Click Start to begin building the report. Y ou will see an arrow moving from left to right
below the center box, as the report compiles the records.
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wi. ACTS-4 Progress Report
ACTS4 mdb
SORT BY: {Ref: 07/05/2005 to 07/30/2010}

Detailed ¥ {Child Name: Lzader Name
- e
— IL_, ldﬂ?:, CLOSE Dates
= ) {10138 le
|

209
J02683

REFERRAL DATES X
| April ~|[2010 j—‘ RANCE
Al esdlin elursiri e
2 [3 s

29 130 |31

5 18 |7 [8 (9 |10 ]11
12 113 |14 [15 [16 |17 |18
19 |20 |21 |22 |23 |24 |35 I
26 [27 |26 |25 130 |1 |2

6 |7 (8 19 11

=l

——
Use Referral or

3. When the processis complete, the report will open up on your screen. There are two
worksheets in the report, the Delay (45 Day Timeline) Report, and the Progress Report.
The Progress Report lists all of the records within the specified time frame, and the Delay
report performs and summarizes the 45 day timelines for those children in atable format.

4. Perform aFile/Save Asto save the file under a new name.

5. The Progress Report worksheet can be copied, sorted, and filtered to analyze the results.

6. When you close the report spreadsheet, you will be asked if you want to save the results.

7. After closing the report spreadsheet you will return to the report screen from which you
can run another report with different parameters, or end the progress report function by
clicking on Stop.

E Microsoft Excel - 76_All-Regn. Detail-Child-ALL {Pick 3'10 7'10)}{ Ref}-ProgRptVé.xls o | Ellll
EI_] File Edit View Insert Format Tools Data Window Help Typeaquestonforhelp - o & X
NEHRGQIVE| & LR F| -8 -4 % ww - i v -|B I |EE-0-A B
RS X ;ﬂ ‘J"J -3 | ¥¥Reply with Changes... End Review... l

D19 - = 2
A | B ' c[D] E [ F [ 6 [H[ITJ] K [L[] M [N[O] P =
HE H R
g\
CaseID Child’s Name E‘i é Team Leader REFERRAL | ELIGIBLE | Diff E Status | Acceptance | Diff | Initial IFSP | Diff E
2 = = BB = = = EE B = B = EE El

131 07/07/2010 0 UKN 0 0

|4 M 05/05/2010 05/17/2010 12 MO 0 0

|5 [ [03/23/2010[ 04/07/2010] 15 | [ YES [04/07/2010] 15 [04/14/2010] 22 [ |

LE [o6r07/2010[0712/2010] 35 | [ MmO | o] [o] ]

719 03/25/2010 04/30/2010 36 NO 0 0

| 8 [0 04/05/2010 04/12/2010 7 NO 0 0

| 9 [ 07/22/2010 07/31/2010 9 YES 0 | 08/03/2010 12

110 [ 04/05/2010 05/27/2010) 52 | R | YES |05/28/2010 53 (06/04/2010 60 R OVERg

111 03/11/2010 04/09/2010 29 YES 0 | 04/22/2010 42

112 04/30/2010 05/21/2010 21 NO 0 0

1130 [06/17/2010]07/01/2010] 14 [ [ MO ] [0] o] ]

|14 05/05/2010 05/17/2010 12 NO 0 0

|15 0 04/07/2010 05/03/2010 26 YES  05/03/2010 26  05/13/2010 36

|16 [d [04/13/2010] 05/10/2010] 27 [ [ YES [05M0/2010] 27 J0517/2010] 34 [ ]

117 [ 05/20/2010 06/01/2010 12 MO 0 0

| 18 [ 04/29/2010 84 F | UKN 0 0

119 [d [06/03/2010]07/12/2010] 39 [ [ MO | [ 0] o] ]

20 o [05/13/2010]05/20/2010] 7 | [ MO | [ o] [o] ]

1211 06/14/2010 06/21/2010 7 NO 0 0

|22 06/14/2010 06/21/2010 7 MO 0 0

| 23 [ 06/03/2010 06/17/2010 14 NO 0 0

| 24 [ 04/14/2010 04/15/2010 1 NO 0 0

|25 05/06/2010 05/18/2010 12 NO 0 0
26 [ 06/29/2010 07/05/2010 6 MO 0 0
27 I N3M82010 NAMAR2010. 2 YFES  NdHA2N10 R NARR201N 3

M 4 b H[4ProgR DelayRepart |<;i

\,
o
\\\—li

Select destination and press ENTER or choose Paste SCRL
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2. Quick Date Analysis Report- Thisreport identifies records with specific missing data or
with certain data errors.

e To get the most accurate results with this report, you must first run the ACTS Last
Date.exe application against your ACIS-4A.mdb. When the report screen appears, click
on the yellow Write to Origin Date button in the lower right corner, then close the screen
by clicking on the x in the upper right corner.

e Fromthe ACTSIlog in screen, select the Quick Date Analysis Report from the drop down
list on the ACTS Reports menu.

e Thefollowing screen will appear, and you are asked to select the database that will be
used for this report. Select the ACIS-4A.mdb.

‘\ )\ ) |/ - AzEIP Data ~ ACTS4A - NEW CODE - * &)z @|
— Si
Organize ¥ 3= Views ~ Mew Folder (73 J—
H Favorite Links Name |v| Date modified
EXE-100607 06/14/2010 3:35 PM
| 3 Drive P (Personal) EXE-100628 07/20/2010 2:50 PM
[ Favorites EXE-100712 07/20/2010 3:41 PM
/8 My Computer paw-dowrlsad 08/04/2010 1:07 PM
S J ACIS-4A.mdb 08/04/2010 3:48 PM
ACISXLoc. mdb 06/28/2010 3:57 PM
b B2 N
| Folders v  Zarises3 062510.mdb 07/21/2010 12:35PM
A 2] cfr-phx02 070810, mdb 07/08/2010 11:43 AM
a
b NENEAnE ] milemarker05 070810.mda 07/14/2010 10:02 AM
b EXE-100607 —1 HoldazEPEiling.mdb 06/28/2010 3:06 PM
) EXE-100623 2 orig-4.mdb 06/29/2010 11:47 AM
] . EXE-100712 Fsooiorig-4-2.mdb 06/03/2010 2:55PM
f new download files
i 1. merhnlern? sin LI d I I _'I
12 ftems
' File name: || j IDatabase files[” mdb] j | |
i P | |

e The Review Data screen will appear. If your database is|arge this may take afew

minutes.
; . Review Data Fields in FT MDBs & Count Errors ] 3]
ACIS-4A mdb
14004kB  |o7142000 | 49 | 47821 | 22297
07/12/2010 | 06/30/2010
i\ | MASTER | ELIGIBILITY IFSP SERVICES | DELIVERY
[ 1545 [ 1s1 [ 1551 [ 2406 [ 5308
[ 1545 [ 1585 [ 1545 [ 833 [ 617
0 [0 lesz | [ o8 |
,,,,,,,,,, B T el s T
| T Erfors Counfed 1
DOB Referral Initial Services Delivery
| | J | I J | E
ZipCodes Elizible Exits P-Start
| | J | | J | J | E
I Ethnicity Status Reasons A-Start
oA | a| | T F
County Ezasons Transfer Dalays
| | | AT | E
Gender Completed Delays Berviess
[T (T | [ | [
Delays Sattings
1 i [ —
"""" JTTT T T Recdrds Reviewed [ U
t [ o o [0 [ o I o
] Type of Data
Ignore DOBs before ¢ IPP Data
¢~ EIData

' Both EI
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e Inthelower left hand corner, you can enter aDOB. The report will ignore all records
with aDOB earlier than this date.
e Click Begin. If your database islarge it may take severa minutes for the report results to

appear.
e Thereport results will open automatically in an Excel file format.

ACIS-4A.mdb on

08/04/2010

File Size: 14004KB

Origin Date: 07/14/2010

No. of Tables: 49

Total Records: 47821

Data Records: 22297 RED = FUTURE Dates
Master Records: 1545 ORANGE = REPORT Problem Dates

Cases: 1545

Elig Records: 1751

Cases: 1545

Ifsp Records: 1551

Cases: 1545

Service Recs: 2496
Cases: 853 692=Missing

Delivery Recs: 5308
Cases: 617 928=Missing

Report Date: 06/30/2010

NTST--Northland Therapy Services {Team Based}
/ \
MASTER DOB
RECORDS Tested: 311
\ /
Date Of Birth Range: 10/02/2007 to
05/21/2010
[ TOTAL DOB ERRORS--<[Q]>--}

/ \
MASTER ZIP RECORDS Tested: 311 out
of 311
\ /
Zip Code Range: 85634
to 86047
[ TOTAL ZIPCODE ERROS--<[0]>--}

/ \
MASTER Ethnicity RECORDS Tested: 311 out of 311
\ /

Ethnicity Range: 0 to
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Wht

[Invalid Ethnicity Code] DOB AGENCY ETHNICITY
[MISSING ETHNICITY] DOB AGENCY ETHNICITY
[ TOTAL ETHNICITY ERRORS--<[2]>--}

/ \

MASTER COUNTY RECORDS Tested: 311 out of 311
\ /

COUNTY Range:

Apache to Pima

COUNTIES
INCLUDE:[Pima][Navajo][Apache]
[ TOTAL COUNTY ERRORS--<[0]>--}

/ \
MASTER G EN D E R RECORDS Tested: 311 out of 311
\ /
GENDER Range: 1to 2
[ TOTAL GEND ER ERRORS--<[0]>--}

/ \
ELIGIBILITY REFERRAL RECORDS Tested: 1751 out of
1751
\ /
REFERRAL Date Range: 05/21/1998 to

07/22/2010

[REFERRAL ISFUTURE

DATE] DOB Agency Referral EligDate Status

[ TOTAL REFERRAL ERRORS--<[1]>--}

[ELIG DATE ISFUTURE

DATE] DOB Agency ReferralDate  EligibleDate  Status Reason
[ TOTAL DECISION DATE ERRORS--<[1]>--}

[ TOTAL DECISION STATUS ERRORS--<[0]>--}

[ TOTAL DECISION REASON ERRORS--<[0]>--}

/ \

IFSP:INITIAL MEETING RECORDS Tested: 916 out of
1037
\ /

Initial IFSP Date Range: 05/27/1998 to

08/03/2010
[Initial-IFSP ISFUTURE
DATE] DOB Agency Referral EligDate Initial L ast-Revi
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TOTAL INITIAL IFSP ERRORS --<[1]>--}

/

\

I FSP:EXIT DATE RECORDS Tested: 859 out of 1551

\

/

EXIT Date Range: 10/08/2000 to

07/06/2010

/

\

SERVICE S : SERVICE-IDs Tested: 2496 out of 2496

\

/

SERVICE ID Range: 1 to

18
[Missing Casesfound in
MASTER tabl€]

[

[MISSING SERVICE
Planned Start]

[Actual-Start ISFUTURE
DATE]

[MISSING SERVICE
Planned Start]

[

[MISSING SERVICE
Actual-Start]
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DOB

DOB

DOB

DOB

DOB

Agency [234]

TOTAL SERVICE-ID ERRORS --<[0]>--}

Agency Initl FSP Serviceld
Agency Initl FSP Serviceld
Agency Initl FSP Serviceld

PlannedStart

IFSP_ID

PlannedStart

TOTAL MISSING Planned-Start DATE ERRORS --<[3]>--}

Agency Initl FSP Serviceld

TOTAL MISSING ASD ERRORS --<]]>--

PlannedStart

ActualSta

PlannedSt

ActualSta

ActualSta



3. Responsible Party Address | nformation Report

e Select the Responsible Party Report from the drop down list on the ACTS Reports menu.

e Thefollowing screen will appear, and you are asked to select the database that will be
used for this report.

e Sdect the ACIS-4A.mdb

il =. what Database is to be used for report? = x|
o
"\ L | - AZEIP Data ~ ACTS-4A - NEW CODE - @
== Si
Organize ¥ == Views ~ Mew Folder (7] J—
g Favorite Links Name = Ivl Date modified
EXE-100607 06/14/2010 3:35 PM
, &3 Drive P (Personal) EXE-100628 07/20/2010 2:50 PM
[ Favorites EXE-100712 07/20/2010 3:41 PM
8 My Computer new downloatfiles 08/04/2010 1:07 PM
e Facis-4a.mdo 08/04/2010 3:48 PM
Ehactisxeemds 06/28/2010 3:57 PM
b # .
| Folders v Darisess 062810.mdb 07/21/2010 12:35PM
o A 1] cfr-phx02 070810, mdb 07/08/2010 11:49 AM
-
Y - [ milemarker05 0708 10.mdb 07/14/2010 10:02 AM
b EXE-100607 —1 ZHcldazETPBiling. mdb 06/28/2010 3:06 FM
EXE-100628 12Horig-44.mdb 06/29/2010 11:47 AM
. EXE-100712 2] xxx0rig-4-2.mdb 08/03/2010 2:55 PM
f . new download files
' 3, mechelerna A 2] 41 | 2
12 items
|
' File name: || j IDatabase files[* mdb] j | |
A

e This screen will appear:

. List Missing Responsible Address Info —[o] x|

|ACIS4A mdb

You have Selected Agency Number: 76
Northland Therapy Services {Team Based}

Select Another
Cases Cou.ml 0 LTS
6 7

& Missing Responsible Party Information

Build Excel Report

QUIT

Avwailable Responsible Party Informatiog

e Select either Missing Responsible Party Information, or Available Responsible Party
Information.

e Click Build Excel Report

e Thereport function will compile alist of al records with an open IFSP that either have or
don’'t have responsible party information, and will display the address information that is
available for each of the listed children. The report results can be saved.

e Finish by clicking on Quit.
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4. |ESP Missing Planned Start Dates

e Select the Responsible Party Report from the drop down list on the ACTS Reports menu.
e A blue dialogue box will open

LCreate Report

e The"Report Month" can be entered by either avalue (1-12), an abbreviated spelling of
the Months name (Jan, Feb, etc), or fully spelled out (June, July, etc.). When the entry
box is exited the entry will be validated for correct form and fully spelled out in the box.
The Report Y ear can only be entered as 4 digits, and can not be later than the current
year. If the month or year is entered incorrectly, a warning message will be displayed and
ACTSwill return to the item that is incorrect.

Click Create Report to being the report process. In afew seconds the report results will
be displayed on the screen.

Y ou may review the report in Excel and save, print, or delete the report. Y ou must give it
anew file name when using the Save option.

Click on the "Exit" button to return to the ACTS Log In screen.

ARIZONA DEPARTMENT OF ECONOMIC SECURITY
Arizona Early Intervention Program
Children Missing Planned Service Start Dates

Report Created on: 08/04/2010 3:51:24 PM
Reported By: 76 - Northland Therapy Services {Team Based}

report Month: [ Nitial |FSP Dates following August 2010

Cnt Agy AZEIP Case Name DOB Service Description
1 76 00003518 Lovely Arizona 05/21/2010 Coordination
August 2010

Page 13 of 21



5. |ESP Next Review Dates-ldentifies open IFSP records that are due for a 6 month review

e Select the Responsible Party Report from the drop down list on the ACTS Reports menu.
e A blue dialogue box will open:

% Monthly IFSP Review |

Create Repart

e The"Report Month" can be entered by either avalue (1-12), an abbreviated spelling of
the Months name (Jan, Feb, etc), or fully spelled out (June, July, etc.). When the entry
box is exited the entry will be validated for correct form and fully spelled out in the box.

e The Report Year can only be entered as 4 digits, and can not be later than the current
year. If the month or year is entered incorrectly, a warning message will be displayed and
ACTS will return to the item that isincorrect.

e Click Create Report to being the report process. In afew seconds the report results will
be displayed on the screen.

e You may review thereport in Excel and save, print, or delete the report. Y ou must give it
anew file name when using the Save option.

e Click onthe "Exit" button to return to the ACTS Log In screen.

ARIZONA DEPARTMENT OF ECONOMIC SECURITY
Arizona Early Intervention Program
Monthly IFSP Review List

Report Created on: 08/04/2010 3:54:16 PM
Reported By: 76 - Northland Therapy Services {Team Based}

Report Month: AUgUSt 2010

Cnt Agy AZEIP Case Name Next Review Date
Parent/Guardian/Caregiver 1 Information
1 06 00000000 Lovely Arizona 08/15/2010

Spring Arizona; 123 Telescope Way; Sells.
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6. The Open |ESP Cases Report_displays all cases with an IFSP date and no Exit date.

. Open IFSP Cases R... g@

Create Repart

e The"Report Month" can be entered by either avalue (1-12), an abbreviated spelling of
the Months name (Jan, Feb, etc), or fully spelled out (June, July, etc.). When the entry
box is exited the entry will be validated for correct form and fully spelled out in the box.

e TheReport Year can only be entered as 4 digits, and can not be later than the current
year. If the month or year is entered incorrectly, a warning message will be displayed and
ACTS will return to the item that is incorrect.

e Click Create Report to being the report process. In afew seconds the report results will
be displayed on the screen.

e You may review thereport in Excel and save, print, or delete the report. Y ou must give it
anew file name when using the Save option.

e Click on the "Exit" button to return to the ACTS Log In screen.

ARIZONA DEPARTMENT OF ECONOMIC SECURITY
Arizona Early Intervention Program
Open IFSP Cases Report

Report Created on: 08/05/2010 1:23:07 PM
Reported By: 76 - Northland Therapy Services {Team Based}

Cnt Agy AZEIP Case Name DOB
1 76 00003518 Arizona, Lovely 05/21/2010
August 2010
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C. ACTSreportsaccessed from the data entry screens:

1. Group Selection This CASE CONTROL S dropdown selection box is afeature that allows

the user to select only a specific group of the current cases.

(0]

O 0O O0OO0Oo

O 0O O0OO0OO0OO0Oo

(0]

(0]

0]
SERVI

ALL : All casesin the current selected agency group
PP Cases\___: Only caseswith IPP & no Initial IFSP
OPEN IPP : Only cases that haven’t completed | P Process are displayed
CLOSED IPP : Only cases that have Eligibility = NO are displayed
ELIGIBLE IPP : Only cases with Eligibility = YES are displayed
EL1G >45 Days of REF : All Cases with Eligiblity date Empty & >45 days from
Referral date or Eligibility date > 45 days from Referral.
-EL1G w/o Reasons. Same as above without Reasons.
-EL1G with Reasons: Same as above but with Reasons.

___|IFSP Cases\ ___: Only caseswith Initial IFSP.

OPEN IFSP : Only cases with Initial IFSP Dates and ng Exit Dates are displayed
CLOSED IFSP : Only cases with Initial IFSP Dates and Exit Dates are displayed
TRANSITIONED IFSP : Same as Closed but only “IDEA” Eligible cases.
| FSP >45 Days of REF : All Caseswith Initial IFSP Dates that are Empty & >45
days or With a Date >45 days from Referral Date.

-IFSP w/o Reasons: Same as{k.} and do not have a stored reason

-IFSP with Reasons: Same as{k} and do have a stored reason

| SERVICES\__ : Only cases with a Service record.

CE START >30 Days: All casesthat include a PLANNED Start Date and NO

ACTUAL Start Date over 30 days or with a Date but over 30 days from Planned Start

Date.

ACTS-4A Cases for: 76-Northland Therapy Services {Team Based}
Case #00003518: Lovely Arizona [DOB:05/21/2010] RE 0 INIT:08/03/2010—

Child

Child ID- 00003518 | 07/22/2010 I
Child Last Name ¢ Child ID: 2 p
l—‘ a iﬁm_ IQ&MM I :

Arizona

PP A FsP Sarviess Information |-

Date Referral Recieved

Child First Name Child Middle Name Sex BithDate Child'sN| -Eli

Lovely

Ethricity & Face {Select All that apply} ZipCode REGION County

[ PCE Lat Ind Asn Wht [ ss634 2B Pima

Tribe

Reservation Language spoken by Famity

I Tohono

0'odham | |Tohono 0'odham 7| [Engtish |

Address

Current Residence T Parents T =>Responsible<= T Contact Information

Transition School Disl:rict.l Indian O asis-Baboquivari Unifi j

Use Parent-1 | Use Parent-2 | Use Responsible I City:
123 Telescope Place I Sells

Phone: 520-555-5555 State:| AZ DDDDIstdcl:I 2

August 2010
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e Click on the orange box that reads All.
e Select the group of records that you are interested in.

Date Referral Recieved
Child ID: 00003518 I 07/22/2010

Child Last Name y Child ID:
IAri.zm.l

Child First Name Child Middle Name Sex  BirthDate Child's Nickname(AKA
ILm'e]y I F |0521/2010

Ethnicity & Race {Select All that apply} ZipCode REGION County
| PCG LatInd Asn Wit [ 85634 1B Pima -
Tribe Reservation Language spoken by Family
[Tohano ©'odham =] [Tohono 0'odham =] [Engtisn =l
Current Resid 1 Parents | —Responsible<= | Contact Information
Address _Uss Darsnt-1 | Use Darent-2 | Use Responsible City-
123 Telescope Place I Sells

Phone:l 520-555-5555 State:| AZ DDDDisIrictl 2

Transition School I:’i—"t'i':t'llndi.an Olasis-Baboquivar L~

B \ionz, Lovery DOB.05/212010 [Agye 16] {000

e |f youwant to print alist of the records, click Print List.
e Thereport will print in the following format.

ACTS-4A Casesfor: 76-Northland Therapy Services{Team Based} for OPEN IPP Group [ 14 ]

Alpha Last Name, First Name DOB Agency Caseld

August 2010
Page 17 of 21



2. Child History Reports

e You can run, save and print individual Child History reports by clicking on the CASE
HISTORY button in the purple area at the top of the ACTS data entry screens and then

choosing IPP or IFSP

Add Edit | Delete

Date Feferral Becieved

Child ID: 00000400

Child Last Hame
|He)|.d.erso)|

Child First Hatme

Harry
Ethracity

| White (ot Hispanic)
Trbe

72005
Agency Child ID:

Child record last changed
Operator Drate/Time Tpdated

CHILD HISTORY SELECTION

Language spoken by Farnily

] [eneten <]

Current Residence T Parents

|

=>Responsibles= T Contact Information

Address

Use Parent-1 | Use Parent-2 | Use Rasponsible

Cltyy:

7189 M. Buntise Vista

Phone 555-555-5555

| Phoenix Valley

State ’H DDD District: ’1_

Transition School Dismﬁt‘mhambra Elementaty District

B

Child' s Name: Lovely Arizona Birthdate: 05/21/2010 Gende: F Sodial Security #:
Ethnidty: PCG Lat Ind Asn Wht Tribe: Tohono O'odham Reservation: Tohono O'odham
Residence 123 T elescope Place Zip Code: 85634  City: Sells Stae: AZ County: Pima
CONTACT INFORMATION
Name Ré ati onship]| Address/Function/Report/Resul t | HomePhone ~ Work Phone
Rsp Spring Arizona (R’telaéiﬁﬁip 123 Telescope Face SdlIs AZ 85634 520-555-5555
(0] I
Par Spring Arizona 123 Telescope Place Sdls AZ 85634 520-555-555
Par Sky Arizona 123 Telescope Place Sdlls AZ 85634 520-565-555%
ER
MDT
Ref
Evl
Med
Agy
[ Rsp=Responsible Par=Parent ER=Emergency MDT=MDT TeamLeader Ref=Referrer EvI=Evaduator Med=Medical Agy=Primary Agency ]
INSURANCE INFORMATION
PRIMARY INSURANCE | SECONDARY INSURANCE
Name Grouptt | Identificationt Name | Grouptt | | dentifi cation#
|
STATUSMILESTONE DATES ELIGIBLE STATUS: | MovedTal F SP
12 days El gpsed
Referral Contact | Initil MDT| Medicd  Evauations Eligibility Primary ASQ Initial
Received Initi ated Mesting Diagnosis  Performed Determined  Agency Enroll IFSF
07/22/2010 07/31/2010 08/03/2010
Oy 2m 1d

August 2010
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D. Additional Reports can berun against the ACTS database (mdb)-

These reports are run from executable files (exe) developed by AzEIP, and utilize related report
templates. These reports files are available for download on the AzEIP Data Transfer web site.

1. IPP Summary Report.

This Report is created in an Excel spread sheet and includes asummary of referral, eligibility

and IFSP activity for the selected program or region during the Date Range selected. This

report includes information that is helpful from a program management perspective, including:
0 Thenumber of IPP records open at the end of each month

e Download the IPPSumAllRgnwithRefSrc+Age.exe file and the MstrProgRpt.xls from the
Downloadable files section of the AzEIP datatransfer site. Save the files to your ACTS folder.

e Open the ACTS folder and locate the IPPSumAllRgnwithRef Src+Age.exe file. Double click
on thefileto start the report process.

e Thefollowing screen will appear, and you are asked to select the database that will be used for

this report. Select the ACIS-4A.mdb.

. =
"K_)K_) | ~ AZEIP Data = ACTS-4A = NEW CODE + » K& [searcn 2
_ - Si
Organize ¥ 1 Views v MNew Folder (7] J—
H Favorite Links Name = |-| Date modified
EXE-100607 06/14/2010 3:35 PM
, &3 Drive P (Personal) EXE-100528 07/20/2010 2:50 PM
B Favorites EXE-100712 07/20/2010 3:41 PM
/8 My Computer bag 08/04/2010 1:07 PM
S 08/04/2010 3:48 PM
: 06/28/2010 3:57 PM
i ﬂ .
| Folders - jamsess 062310.mdb 07/21/2010 12:35PM
A ] cfr-phx0z 0708 10.mdb 07/08/2010 11:43 AM
NE‘"‘_' Siz [ milemarker05 070810.mdb 07/14/2010 10:02 AM
b EXE-100607 —1 ) oldazETPEiling.mdb 06/28/2010 3:06 PM
) EXE-100628 2 orig-4a.mdb 06/29/2010 11:47 AM
1 . EXE-100712 ] xxx0rig-4-2.mdb 05/03/2010 2:55 PM
f . new download files
i i, merhnlarn? zin LI 2| | LI
12 tems
' File name: || j IDatabase files[* mdb] j | |
i P | |

e Thefollowing screen will appear:

i, IPP Summary for All Regions I |=[ b
ACIS-4.mdb
MASTER GIBILITY IFSP
1544 1750 1550 Specify
Agency Date Rznga '\‘LL J
I 5 j to| [~ CPS Sources Only
' L1316 81121 specify Ref
Database Extraction I j
EligA Referrals—
Eligh il ByAge = -
J Elig+Master By Ethnic Exc;l Report BEGIN
. EligA By Source o
EligA Determmed— — ¢
4 ElizA 1 — 0 o
© EligA De\ elnpmeﬂtal \_ 0
¢ Eligh Not Eligible i__jq_‘_ o
+ Eligh Not Determ — g
| ) Elig+Ifs| IFSP Timeline— —— o
. Elig+Ifsp i’;‘; i B eeE
Elig+Ifspl o
L Eig Primary —\c.:epts— L 9
v Eg DDD—A— 0
|| Hi=A DES— T ©
ElizA ! /— [}
EligA ; SDB
1 EligAssessment AZP
August 2010
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o Usethe Specify drop down list to select the age range for this report or leave blank and all
ages will be included.

e Enter the beginning Month/Date/Y ear for the report (mm/dd/yyyy).

e Enter the end date for the report, or select the number of months for the report to cover.

e Select the referral sources that you want to include in this report, or leave blank and al referral
sources will be included.

e Click Begin to start the report.

e The report will open automatically. Y ou can save, print or delete the report. If you save the
report, use Save As and give the report a new name so that the report template is not
overwritten.

A | el e |l ol el Fl sl vw] 1 | ol kel |lm

1 IPPFP REPORT ZEUMMART - AGENLCTY -RET6

z | Eownfs Befween Fhersday Aprif OF 2000 aad Wedeerday, Sexe F0, 20FF
d AT I July | Fiug | Sd-p':l Dk | Hawu | Dz | Jarn | Fokb | FMar | AEr | Mayx | dure
5 EHD OF | | | | | | | | | [ =z | =7 ]| =&
E

T

& REFERRALS T3 <==Fcferral Dates within Fange

) P Iy T3 | A0 SN AT Frz g

10 Aige-0] 2T 3T Hatiuc & i . cE ]34

11 Age-1] X q5:- i ] B

1z Age-g| 13 150 Elack:| 0 0

1= E= (1] Hirpani=z: = Et

14 White:] 40 SEx

15 —/1 Mot Specificd: 1 1

1E

“af

17 FicFor Deaclap Hediaal

1% oAb TF 100 W gl e - 1% Fzz LE] F

1% FhyriziarndDio=taor:| 4 A B =1 B 0

=0 FarenkfFamily: 0 1 | valid Glker = Z0E = 1]

1 Oeher==:| = E 1 1] 0 1] 1]

e Haorpital:| 9 1z = I3 c 1

== ACYFICF = in 1d:< 0 0 0 0

ed Murrer: 1] 0= 1] 0 1] 1]

25 DoD: 1 h b 1 1005 0 1

ZE Zocial Seruiceor: 1] 0 1] [ 1] 1]

ET DH=:| 0 0 0 0 0 0

it Therapirk: 0 05t 0 0 0 0

=9 Early Head Srark: 1] 0 1] 0 1] 1]

0 Local Edu:| 10 1d: = Z0 = 1]

=1 ChildFind:] o 0 0 L 0 0

3E Healthy Family: 0 05t 0 0 0 0

= FublizHealth Fas.: 1 1= 1 1003 L] 1

=d Child GareFac.: 1 1= 1] [ 1] 1]

1] ASDE:| 0 0 L] 0 L] L]

26 " Fuund Eligiklas-Thir rarwlt may amt mccur during thir tims rangs.

=T b - H d wiath valid "Othar”. Eligikls wrax Falad "4

k]

3 JETERMIHATIO #1 | Assessment of Eligibility Completed f2--Eliqibility Darer uithin Fangqe
40 Ertablirhed Canditian: E] d3 B mramr Fowr Nk e dorromimr o

41 Devclopmental Delay:] 2% Z2+ | IhFormation: h | =t

4z Futel Firgrdfr- o ZEX Fdrecned Quk: iz EERS

4= Mot Eligikle: i 12 o Cankask: i Z2d

dd HorDekermined:] 42 L ot Inkerted: E 14

d5 | FwreS Med Fipilie- £y L Other: T 17

G L3

47 IFSF TIHELIHE 40 =cinitial IFEP Dates within Range

CE u-d45 d-u;r::l 1% I 45 I dE-£0 E1-T5 TE-90 S0+

49 qe+davr:] 2z B8] - [ 2 [ = T =2 T 1]

50

51 RIHART AGEHL 28 jcncy Acceprtance Dates within Range

5z DoD:| & o P

5= DH=:| 0 0

54 SDE:| 0 0

G5 DES/MAEIF:| 20 71 ST AxEIP-AIl Nemsr sntarsdnmt - OOOD, DHS, 21
M4 4 » M["4'10-6'10 ¢ Sheet2 £ sheet3 /
Ready
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2. Ages At Events Report

e ThisReport is created in an Excel spread sheet and presents a summary of referral, eigibility
and IFSP activity based on the age of the children, within the Date Range sel ected.

e Download the AGESatEV ENTS-3.exe.exe file from the Downloadabl e fil es section of the
AZEIP datatransfer site. Save the file to your ACTS folder.

e Open the ACTS folder and locate the IPPSumAllRgnwithRef Src+Age.exe file. Double click

on thefileto start the report process. This screen will appear:

| = Ages at time of Events =10l x|

G\ AZEIP Data\ ACTS 4A\NEW CODE\

ACIS4A
AGENCY Start Date Range
! - | {mm/01/yyyy} EEGIN |
It 3| s| o] 1|

Range is 1 Month from Start Date

[T Referrals
1 I” Eligible Determine T Closed Cases

I~ Initial IFSF Dates [~ | IFSE Exite

e Select the program (Agency), and enter a start date in the Start Date Range box. Then select
the number of months that you which to be covered by the report (1,3,6,9 or 12 months).
Click Begin.

W = Ages at time of Events -1l x|

G\ AZEIP Data ACTS4A'NEW CODE\

AGENCY Start Date Range®
M|

[T Referrals
1 I~ Eligible Determine [T Closed Cases

™ Initial [FEF Dates " IFZE Exts

. The report will openin an Excel file format. Y ou can save, print or delete thefile.

4 [ 8 6 [ 0 T ETF T & [ " [ 1
1 MONTHLY AGES at EVENTS
a EETWEEN 002010 and 03312010

Agency[ACIS4A]
Harthland Therapy Services {Team Basedy

&

[ s | S BEFEBSALE

L5 |

| & | C & [ o [ &r [ 0 | 69

N ERE R AT

s

3 S ELIGIRILITY OF FERMINED

| 1o | Btol 1to2 2to3 & Over

I 30

|z | EE T T

|| e O O =

f e n( e W

| s | e [ T T ]

) I I 3 0

| 1 |

|| CCE [ I I [0 ] o

20 cco | | | o | o
NO | I I [ o ] &

S0 2o | 2an | 0%

e EL GEELE WO DE TERMMAA TN
Otol 1to2 2103 }& Over

[ 1 [ o ] a5
W 0%

SINITIAL IF P DATES
Utol 1102 2103 & Over
s [ & [ & o |z
T #n | B4 0%
F-IFSF ENIT OATES
Oto1 1102 21033 & Over

L2 [ 5 T a0 2 |29

3 175 [EE3 T

M 4 » M[\76-NTST in Mar'10 as of Jan"10{ /

Ready

g T T e Y
EEgREgRLEREEEREREER

August 2010
Page 21 of 21



